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CORRESPONDENCE AND SUBJECT FILES
This series includes memoranda,
information about various community
agencies and organizations,
departmental program information,
lists of contributors to charity
drives, press releases and brochures.

Agency Division/Unit
CITY OF ROCKVILLE DEPT. OF COMMUNITY SERVICES
Item
No Description Retenticn
ADMINISTRATION

RETAIN ALL PROGRAM AND
BUDGET FILES FOR FIVE
YEARS THEN DESTROY.
RETAIN ALL OTHER
INFORMATION FOR TWO
YEARS -THEN DESTROY.

Date

Title

Approved by Department, Agency,
or Division Re resentatlve Archivist.

. Date .
Slgnatu!-(e‘/m%uw //q/ %; f :£ { /i” 4 /
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sep ne Roberts Signatu

Type Name

Director of'Community.Services
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®.

tem
No

Description

Retention

CASE FILES (Access Restricted)

This record series includes intake
information, correspondence, records of
legal activity and case disposition.

CORRESPONDENCE AND SUBJECT FILES
This series includes correspondence,

| workplans resulting from Human Rights

Commission meetings, EEOC and fair
housing information, caseload,
gquarterly and annual reports.

HUMAN RTIGHTS

PERMANENT*

RETAIN ALL PROGRAM FILES
IN OFFICE FOR FIVE YEARS
THEN DESTROY. RETAIN ALL
OTHER FILES IN OFFICE FOR

TWO YEARS THEN DESTROY.

* Periodically transfer
to Maryland State
Archives.

DGS 550-1A (Rev. 10/92)
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Item
No

Description

Retention

CLIENT RECORDS (access restricted)
These records may include intake
reports, correspondence and notes
made by the counselor.

CORRESPONDENCE AND SUBJECT FILES
This series may include correspondence,
reports from other agencies, press

‘releases, newsclippings, program

planning information on Family Day,
Student Government Days and other
activities coordinated by Youth
Services.

GRANT APPLICATIONS AND AGREEMENTS
This series includes grant applications
and agreements.

INTAKE FILES
This series includes notes regarding
the status of potential clients.

YOUTH SERVICES

RETAIN IN OFFICE

FOR FIVE YEARS AFTER
SERVICES TO THE INDIVIDUAL
ARE NO LONGER NECESSARY
THEN DESTROY BY SHREDDING.
(Article 83C, 2-122,
Annotated Code of
Maryland)

. RETAIN PROGRAM AND BUDGET

FILES IN OFFICE FOR FIVE
YEARS THEN DESTROY. ALL
OTHER FILES MAY BE
RETAINED IN OFFICE FOR
TWO YEARS THEN DESTROY.

RETAIN AGREEMENT WITH
CORRESPONDING APPLICATION
FOR THREE YEARS AFTER ALL
AUDITS HAVE BEEN COMPLETED
AND/OR ALL CONTRACTUAL
OBLIGATIONS AND FINAL
PAYMENTS HAVE BEEN
COMPLETED AND DESTROY.
IF AN AUDIT IS REQUIRED
BUT HAS NOT BEEN
PERFORMED, RETAIN FOR
THREE YEARS AFTER THE
THE FINAL DATE WHEN AN
AUDIT MAY BE CONDUCTED
THEN DESTROY.

RETAIN IN OFFICE FOR FIVE

YEARS FROM THE DATE OF

FINAL DOCUMENT IN CASE
FOLDER THEN DESTROY BY
SHREDDING.

DGS 550-1A (Rev. 10/92)
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Item
No

Description

Retention

STATISTICAL REPORTS

This series includes monthly, quarterly
and annual reports detailing the number
of cases and the distribution of
services.

YOUTH SERVICES

RETAIN ANNUAL REPORTS FOR
FOUR YEARS THEN DESTROY.
RETAIN MONTHLY AND
QUARTERLY REPORTS UNTIL
INFORMATION IS
INCORPORATED INTO THE
ANNUAI. REPORT THEN
DESTROY.

DGS 550-1A (Rev. 10/92)




10.

o

12.

These records may include intake
reports, correspondence and
notes made by the counselor.

CONTRACT FILES

This series includes contracts that the
City has entered into with Montgomery
County Public Schools and the Maryland
State Department of Education, applications
submitted by the City for participation in
certain programs, vendor agreements, budget
information, program descriptions and
evaluations and reports on program
participation.

CORRESPONDENCE AND SUBJECT FILES

This series includes correspondence,
information on division programs
including the Summer Youth Employment
Program, VITA, the Summer Food Program

.and the Holiday Drive.

GRANT FILES
This file includes proposals submitted
by the City to Montgomery County Goverment,

the Community Development Block Grant program

and the Governor'’s Substance Abuse and
Prevention Program; copies of completed
applications and letters of award and denial.

RESOURCE FILES
These records include resource and
referral information.

RETAIN IN OFFIGE

DEPARTMENT OF GENERAL SERVICES. Schedule No.
RECORDS MANAGEMENT DIVISION M-44
RECORDS RETENTION AND DISPOSAL SCHEDULE N
(Continuation Sheet) Page 5 of 5
Item
No Description Retention
SPECIAIL SERVICES
9. CLIENT FILES (access restricted) RETAIN IN OFFICE FOR

THREE YEARS AFTER

SERVICES TO THE

INDIVIDUAL ARE NO

LONGER NECESSARY THEN DESIROY
SHREDDING. :

UNTIL ALL CONTRACTUAL
OBLIGATIONS, FINAL

*PAYMENTS AND AUDIT

REQUIREMENTS ARE MET.
THESE DOCUMENTS MAY BE
RETAINED FOR 3 YEARS
FOR BACKGROUND AND
REFERENCE. DESTROY WHEN
NO LONGER NEEDED.

RETAIN IN OFFICE FOR
FIVE YEARS THEN
DESTROY.

RETAIN AGREEMENT WITH
CORRESPONDING APPLICATION
FOR THREE YEARS AFTER ALL
AUDITS HAVE BEEN COMPLETED
AND/OR ALL CONTRACTUAL
OBLIGATIONS AND FINAL
PAYMENTS HAVE BEEN
COMPLETED THEN DESTROY.

IF AN AUDIT IS REQUIRED
BUT HAS NOT BEEN PERFORMED,
RETAIN FOR THREE YEARS
AFTER THE FINAL DATE WHEN
AN AUDIT MAY BE CONDUCTED
THEN DESTROY.

RETAIN UNTIL SUPERSEDED, THEN
DeESTROY.

DGS 550-1A (Rev. 10/92)




INSTRUGCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULS

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLCO RQAD
P.O. BOX 273

AGENCY RECORDS INVENTORY

‘(DGS s50-1) _ JESSUP, MARYLAND 20794 PAGE _ L oF 13
1. DEFARTMENT /AGENCY 2. DIVISICN 3. lNIT
i City of Rockville Dept. of Community Services Administration

CEFINITICN-RECSRD SERIES-A SROUP OF AXILATID RECCRDS NOMMALLY FILID AND USID AS A UNIT FOR

4, "ECTRD SERIES TITL=

i
|
i
1

Correspondence and Subiject Files

INTEICNCT AS IZLL AT RXITINTION AND DIIPOZITICN PUlPraFs

5. EARLIEST YEAR/LATEST YZAR
1987 1o 1993

4N TFHE SERIES.

6. RECORD SERIES DESCRIPTICN (IRIIPI.Y DESCRIBE THE TYPES OF INFOMTION/DOCMNTSIFOM FFOUND

INCLUDE THE PURPOSE OR FUNCTION OF TME SKL’!!S)

The series contains memoranda, information on community agencies and organizations,
departmental program information, press releases and brochures.

7. RECORD SERIES FORMAT({S)

LETTER SIZE O MICROFILM

LEGAL SIZE U COMPUTER TAPE

BOUND BOOK O FLOPPY DIsSK

AUDIO TAPE 0O VIDEO TAPE

0O o o 8 O

OTHER( SPECIFY)

® ALPHAEETICAL
0 NuMERICAL

O CHRONOLOGICAL
0 GEOGRAPHICAL

0 OTHER(SPECIFY)

8. RECORD SERIES SEGQUENCE 9. VOLUME

® FILE DRA¥WER(S)
; O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
B FILE DRAWER(S)
1 0 MICROFILM REEL(S)
KRGHEER U COMPUTER TAPE(S)

1. piLE 1S USED

B pAILY O vEEXQY 0O MCNTHLY

12. FILE BECOMES INACTIVE AFTER
0 MONTH(S) C YEAR(S)
NUREER

O oreer(speciFy) |

! 13. CURRENT LOCATICN(S) (BLDG.,FLOCR,RCGM)

Rockville City Hall, 3rd Floor
Rockville MD

14. 1S RECORD SERIES CUPLICATEZD ELSEWHERE?

ti1r vyes, speciry rarNcY or OFrFice)
C yes 8 NO

15. ACCESS RESTRICTIONS Q Yes 8 NO
{1" vyes, citx Law({s) & mxauraTiON(S)

18. AUDIT REQUIREMENTS

B NCNE O STATE O FEDERAL 0O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (1y yag.DOPLAIN

RRIKFLY AND DESCRIBE ANY MARDWARE/SOFTWARE )

QOyes B NoO

18. RECCMMENDED RETENT ION

Retain all program and budget files for five
years then destroy. Retain all other
information for two years then destroy.

‘9. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE
Carolyn Barnett-Jones
Elections/Records Management Clerk (301) 309-3314 January 20, 1993

DG8 3850-4 (REVISED 2/87)




INSTRUCTICNS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECCRD SERIES. FORWARD
¥ITH RECCRDS RETENTION SCHEDULS

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY

727% WATERLCO RQAD
P.OC. BOX 273

2 13
{DGS 330-1) A JESSUP, MARYLAND 20794 PAG o oF .
1. DEFARTMENT/AGENCY 2. DIVISICN o 3. WNIT
Citv of Rockville Dept. of Community Services Human Rights

CEFINITICN-RSCSRD szrigs.™ IROVP

OF ALLATIED RICORDI NORMALLY FILID ANO USIZ A3 A UNI!T FCR

AWTEIXTNCT AS IELL AT NTTINTICON AND DIIRAFGITICN Puamnaws

4. RECCRD SERIES TITLx

Case Files

5. EARLIEST YEAR/LATEST YZaR
1970 To 1993

case disposition.

6. RECORD ScRIES DESCRIPTICN (!RIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCWTS/POM FOUND

FHE SERIES. INCLUDE TME PURPOSE OGR FUNCTION OF THE S!m!!)

The series includes intake information, correspondence, records of legal activity and

S

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE U MICROFILM

B LFZGAL SIZE 0O COMFUTER TAPE

O pounD BOOK O FLOPPY DISK
O AuDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCS 9. VOLUME _
0 ALPHAEETICAL 4 --8 FILE DRAWER(S)
O MICROFILM REEL(S)
2 NUMERICAL 10 0 COMPUTER TAPE(S)

NUMBER
0 cHRonoLOGICAL .

B mn(s.-—'scxn)——boxe§

a OGRAPHI CAL
= ! 10. ANNUAL ACCUMULATICN

O CTHER({SPECIFY) - O FILE DRAWER(S)
' O MICROFILM REEL(S)

RUNEPR O COMPUTER TAP‘E.(S)
O onren(sPeciEyY)

L1l piLe 1s useD

12. FiLE BECOMES INACTIVE AFTER

. O paiLy O WEEKLY § MCNTHLY ROTEXE 0 MoNTH(S) 8 YEAR(S) }
! 13. CURRENT LOCATICN(S) (BLDG.,FLOCR,RCCM) 14. 1S RECORD SERIES CUPL ICATED ELSEYHERE? :
(a) Rockville City Hall, 3rd Fl., Rockville MD g‘;zgt" :;'c"Y raFNcY on orricx] '
(b) Montgomery Co. Archives, Rockville MD -

15. ACCESS RESTRICTICNS ® YES I NO 15.

(17 yes, ciTx Law(3) & rEauLATION(S]

AUDIT REQUIREMENTS

BNCNE O STATE O FECERAL O [INCEPENDENT

17. 15 AN INDEX SYSTEM USED? (1w

BRIKFLY AND DESCRIBE ANY MARDWARE/ SOFTWARK )

CYyEes ® NO

YRS OPLAIN 18. RECCMMENDED RETENTION

Retain.permanently. Periodicially transfer
to Maryland State Archives.

19. NAME AND TITLE OF PREPARER

Carolyn Barnett-Jones
Elections/Records Management C

20. TELEPHONE NUMEER 21. DATE

Lefk (301) 309-3314 ‘ January 20, 1993

DGS 350-4 (REVISED 2/87)



ILSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW COR

REVISED RECORD SERIES. FORWARD
¥1TH RECTRDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 273 PAGE 3 oF 13
({DGS 330-1) J JESSUP, MARYLAND 20794 —OF =
1. DEFARTMENT/AGENCY 2. DIVISICN .NIT i
City of Rockville Dept. of Communitv Services Human Rights :
s - |
CEFINITION-RECoRD E‘qlss.!\ SROUP CPF ALLATID RICTROS NOMMALLY FILID AND USIC A3 A UNIT PCR ¢

REITAITINCT AT ITLL A RITINTICN AND DISPR3{TICN >Upnmaaws

TITLZ

4. RECTRD SERIES

Correspondence and Subject Files

5. EARLIEST YEAR/LATEST YEAR
1971 1o 1993

4N FHE SERIES.

6. RECORD SERIES DESCRIPTICN (’RIIPLT DESCRISE THE TYPES OF lNFOMT!ON/DOCmTS/FOM FOUND

INCLUDK THE PURPCSE GR FUNCTION OF THE SE!.’!!S)

The series includes correspondence, workplans resulting from Human Rights Commission
meetings, EEOC and fair housing information, caseload, quarterly and annual reports.

18

7. RECORD SERIES FORMAT(S)
8 LETTER SI1ZE O MICROFILM

O LEGAL SIZE U CSHPUTER TAPE

O pouND BocoK O PLOPPY DisK
0 Aupic TAPE O VIDEC TAPE
0 OTHER(SPECIFY)

8. RECORD SERIES SEGUENCE 9.
0 ALPHABETICAL
O NUMERICAL
B CHRONCLOGICAL
0 GEOGRAPHICAL
O OTHER(SPECIFY) -

VOLLME

O FILE DRAWER(S)

O MICROFILM REEL(S)

6 O CCMPUTER TAPE(S)
NUMBER O orHER(SPECIFY)

10. ANNUAL ACCLMULATION

B FILE DRAVWER(S)
0.5 O MICROFILM REEL(S)
ROMERR O COMPUTER TAPE(S)

O oTvrR(SerciFy)

FILE 1S USED

C palLY ® YEEKLY O MONTHLY

12. FILE BECCMES INACTIVE AFTER

o] a
MCNTH(S) YEAR(S )

» 13. CURRENT LOCATICN(S) {BLDG. ,FLCCR, RCCM)

Rockville City Hall, 3rd Floor
Rockville MD

14. 18 R.ECORD SERIES DUPLICATED ELSEWHERE?

t1r ves, sreciry sarncy or orFricx)
0O vyEs ® NO

1S. ACCESS RESTRICTIONS C vyes ® NO
(ir vyeB, ciTxk LAw(3) & rxGuLATION(3S)

18. AUDIT REQUIREMENTS

B NenNE O STATE 0O FEDERAL 0O |NDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1pr yRS.ROPLAIN
BRIKFLY AND DESCRIRE ANY HARDWARE/SOFTYARK )

Oyes ®B nNo

18. RECCMMENDED RETENT ICN

Retain all program files in office for five
years then destroy. Retain all other files
in office for two years then destroy.

|
t
i
|
l

9. NAME AND TITLE OF PREPARER

Carolyn Barnett-Jones
Elections/Records Management Cierk

20.

TELEPHONE NUMBER

(301) 309-3314

21. DATE

January 20, 1993

DGS 380-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECCRD SERJES. FORWARD
¥WITH RECCRDS RETENTICN SCHEDULS

.(oc.s 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLCO RCAD

P.O. BoX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pacs _4

———

oF 13

1. DEFARTMENT /AGENCY

2. DIVISICN

3. NIT

Citvy of Rockville Dept.

of Communitv Services

Youth Services

A QROUP CF AXLATID RECTRDSI NORMALLY »iLxD
CEFINITICN-RECCRD SERIES- ne ” B
ATTERIINCIT AZ ITLL AT XITINTICN AND DISROSITICN Pyuysneaes

AND USZIT A3 A UN!T rCR

' 4., RECTRD SERIES TIiTL=

Client Records

5. EARLIEST YEAR/LATEST YZAR
1985  To _1993

1N TFHE SERIES.

6. RECORD SERIES DESCRIPTICN (’RIIPLY DXECRIBE THE TYPES OF INFOMT!ON/DOCMTS/POM FOUND

The series includes intake reports, correspondence and notes made by the counselor.

INCLUDE TME PURPOSE OR FUNCTION OF THEK sxmzs]

1S

7. RECORD SERIES FORMAT({S)
0 LETTER SI1ZE O MICROFILM

8 LrGaL S1ZE 0O COSMPUTER TAPE

0 oD BOOK O FLOPPY DIsK
0 Aunic TAPE 0O VIDED TAPE

O CTHER( SPECIFY)

8. RECCRD SERIES SEQUENCS 9.
a AL:»yuarrchL
2 NvERICAL
0 cHrRoNoLOGICAL
0 GEOGRAPHICAL
O CTHER(SPECIFY)

VOLUME

8 FILE DRAWER(S)
O MICROFILM REEL(S)
4 0 COMPUTER TAPE(S)

""""ﬁ O OTHER(SPECIFY)

10. ANNUAL ACCTUMULATION

O FILE DRAWER(S)
O MICROFILM REEL(S])

KRGHEPR O COMPUTER TAPE(S)
O omeER(SPECIEYS

FILE IS USED

B pAlLY C ¥EEKLY O MCNTHLY

12. FiLE BECCMES INACTIVE AFTER

O MoNTH(S O YEAR(S
RUNEEE (s) {s)

. }
© 13. QURRENT LOCATICN(S) (BELDG. .FLOCR, RCCM ) 14. 1S RECORD SERIES CUPLICATED ELSEWHERET ;
. . . tir yE3, sPeEcIFY saENcY om oFFicx)
Boulc_House at Rockville City Hall 0 yes B No
Rockville MD
1s. CESS RESTRICTIONS ® Y= O NO 16. AUDIT REGUIREMENTS
(17 yen, ciTx Law(s) & mxautaTion(s) !

ONGNE ® STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1 YRS .DPLAIN
ERIKFLY AND DESCRIBE ANY HARDRARE/ SOFTWARK )

QyEs ® nNnoO

18. RECCMMENDED RETENTICN

Retain in office for five years after
services to the individual are no

longer necessary then destroy by shredding.
(Article 83C, 2-122 Annotated Code of Md)

9. NAME AND TITLE OF PREPARER
Carolyn Barnett-Jones
Elections/Records Management Clerk

20.

TELEPHONE NUMEER

(301) 309-3314

21. DATE I

January 20, 1993

DGS 380-4 (REVISED 2/87)




JHSTRUCT IGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥W OR

REVISED RECORD SER!IES. FORWARD

wocs 350-1)

¥ITH RECCRDS RETENTION SCHEDULXS

[o] SERV
e comos M- ERYICES | AGENCY RECORDS [NVENTORY
7273 WATERLCO ROAD
P.O. BCX 273 g 5 oF 13
JESSUP, MARYLAND 20794 —— ———

1. DEFARTMENT /AGENCY

. City of Rockville

2. DIVISIeN 7 3. LNIT

Dept. of Communitv Services Youth Services

— — A GROUP © RLLATID RICTADS NOMMALLY PILID AND USZD A3 NIT e
CEFINITICN-AECCRD SERIES- v A wi A
RAINAMNCT AS TZLL AT RTTINTICN AND DIAMTSITICNH FPUdmamws !

&
.

RECTRL SERIES TITLx:

' Correspondence and Subject Files 1985 1o 1993

5. ZARLIEST YEAR/LATEST YZAR

6. RECORD SERIES DESCRIPTION (lnllPLY DESCRIBE THE TYPES OF [INFCRMATION/DOCUMENTS/FORMS FOUND
‘4N THE SERIJES. . INCLUDK THME PURPOSE OR FUNCTION OF THE seriEs)

The series includes correspondence, reports from other agencies, press releases,
newsclippings, program planning information on special events. . N

7. RECORD SERIES FORMAT(S)

LETTER SIZE 0 MICROFILNM

LIGAL SIZE U COMPUTER TAPE
BOUND BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

O 0o o o nm

OTHER( SPECIFY)

8. RECORD SERIES SEGUENCS 9. VOLUME _
0 ALPHAEETICAL O FILE DRAWER(S)
0 MICROFILM REEL(S)
0 NuMERICAL 2 O COMPUTER TAPE(S)
NWB‘E
8 CHRONCLOGICAL . O OTHER(SPECIFY)

a OGRAPH [ CAL
=& ! 10. ANNUAL ACCLMULATION

O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
KGREPR 0 COMPUTER TAPE(S)
O OTHER(SPECIEY)

' 1. piLe 1S USED

® palLY O wEERIQLY

12. FILE BECOMES INACTIVE AFTER

O MONTHLY romEE | C YONTH(S) O YEAR(S)

© 13. CURRENT LOCATICN(S] (BLDG.,FLOCR,RCCM)

Bouic House at Rockville City Hall fi1r yEs, srPeEcirFyY sarnNcYy or orFricx)

Rockville MD

14. 1S RECORD SERIES CUPLICATZD ELSEWHERE?

Oyes ® nO

1S. ACCESS RESTRICTIONS Q YES
{1r yes, ciTx Law(3) & rxcuLaTiON(SB)

€ NO 16. AUDIT REQUIREMENTS

B NCNE O STATE O FEDERAL O [NDEPENDENT

17. 15 AN INDEX SYSTEM USED? (1p YRS.ZPLAIN
BRIKFLY AND DESCRIBE ANY MARDRARE/BOFTWARK )

QyEs B NO

18. RECCMMENDED RETENTICN

Retain program and budget files for five years
then destroy. All other files may be retained
in office for two years then destroy.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Carolyn Barnett-Jones .
Elections/Records Management Clerk (301) 309-3314 January 20, 1993

De8 3850-4 (REVISED 2/87)




IHSTRYUCT IGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIJES. FORWARD
¥ITH RECORDS RETENT ICN SCHEDULS

’(jcssso-t) 4

DEFARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7273 WATERLOQ RQAD

P.O. BQX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 6

oF 13

1. DEFARTMENT /AGENCY

Citv of Rockville

2. DIVISICN

Dept.

of Communitv Services

3. &NIT

Youth Services

- - - A a < TRO3 NOMRMALL 4 I <
CEFINITICN-RECORE SERIES- ROCUP OF ALLATID RICT Y 1LID AND US A3 A UN! <R
AXITACNCT AZ ITLL AT XTTINTICN AND DIAMAI[TICN PUISAmws

4. RECCRD SERIES TITL=:

Grant Applications and Agreements

5. EARLIEST YEAR/LATEST YEAR
1987 7o 1993

8. RECORD SERIES DESCRIPTION (’RIIFLY OESCRIBE THE TYPES OF lNPOmTlON/DOCmTS/FOM FOUND

THE SERIES.

The series includes grant applications and agreements. - .

INCLUDE THE PURPOSE CGR FUNCTION OF THK SEL’!!S)

7. RECORD SERIES FORMAT(S)
® LETTER SI1ZE ‘O MICROFILM

QO LzZGaL SI1ZE O COMPUTER TAPE

C’poD BOOK O FLOPPY DISK
0 AuDiO TAPE 0O VIDEO TAPE

0 oTHER(SPECIFY)

8. RECORD SERIES SEGQUENCS 9. VOLULME
a ALPHAEET!CAL
8 NuMERICAL
B CHRONCLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY) -

@ FILE DRAWER(S)

O MICROFILM REEL(S]

1 O COMPUTER TAPE(S)
NUMBER ‘D oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ICN
O FILE DRAWER(S)
O MICROFILM REEL(S)
RGUEPR O COMPUTER TAPE(S)

O OTHER(SPECIEY)

FILE 1S USED

O palLY O YEEKLY

¥ MONTHLY

12. piLE BECCMES INACTIVE AFTER

O MCNTH(S a s
RUNERE (s) YEAR(S)

©13. CQURRENT LOCATICN(S) (ELDG. +FLOCR, RCCM )

Bouic House at Rockville City Hall

Rockville MD

14. 15 RECORD SERIES CUPLICATED ELSEYWHFERE?

tir yES, sPrECIFY saomncY OR OFFicx)
. BYEs O NoO

1S. ACCESS RESTRICTIONS C YES

% No

(iFr yEs, ciTx Law(s) & mrEGuLaTION(S)

18. ALDIT REQUIREMENTS

O NCNE ® STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1 ymS.DPLAIN

BRIKFLY AND DESCRIAE ANY HARDWARE/SOFTWARE )

OyEs ® NoO

18. RECCMMENCED RETENTICN- Retain agreement
with corresponding application for 3 yrs. aft
all audits have been completed and/or all con-
tractual obligations and final payments have
been made. If an audit is required but has not
been performed, retain for 3 yrs. after the

date when an audit should have been conducted
then destraov

9. NAME AND TITLE OF PREPARER
Carolyn Barnett-Jones

Elections/Records Management C

20. TELEPHONE NUMEER

efk

(301) 309-3314

21. DATE

January 20, 1993

DGS8 3830-4 (REVISED 2/87)




INSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥ OR
REVISED RECORD SERIES. FCRYARD

{DGS s30-1)

¥ITH RECCRDS RETENTICON SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGZIMENT DIVISICN
727% WATERLCO RCQAD
P.O. BOX 273
JESSUP, MARYLAND 20794

.

AGENCY RECORDS INVENTURY

Pace _7 _orF 13

1. DEFARTMENT /AGENCY

Citv of Rockville

2. DIVISICN

Dept. of Communitv Services

3. WNIT

Youth Services !

- A Q RO NOMMALL
CE. INITION-RECSRD SERIES- ROU? COF AXLATID RECT 3 Y PiLxD
ALTEITNCT AS ATLL AF RITSNTICON AND Diamna

AND USIEID A3 A UNIT
1TICN PuBmoams

FoR

' 4. RECCRD SERIES

-
71T

' Intake Files

5. EARLIEST YEAR/LATEST YEAR
1985 To 1993

8. RECORD SERIES DESCRIPTICN (IR!IPLY DEXSCRIBE THE TYPES OF lNFOmTlON/DOCWTS/FOM FOUND
INCLUDE THE PURPOSE OR FUNCTICN OF THK 387’!!8)

THE SERIES.

This series c¢ontains notes taken by counselors regarding the status of potential clients.

.

7. RECOCRD SERIES FORMAT(S)
LETTER SIZE O MICROFILM
LEGAL SIZE

a

- s
@~

a

a

O CSMPUTER TAPE

8. RECORD SERIES SEQUENCS
O ALPHAEETICAL

O MMERICAL

9. VOLLME
% FILE DRAWER(S)
O MICROFILM REEL(S)
1 O COMPUTER TAPE(S)

NUMBE
BOOK O FLOPPY DISK ¥ CHRONCLOGICAL U OTHER(SPECIFY)
AUDIO a a
TAPE VIDEO TAPE GEOGRAPHICAL 10. ANMUAL ACCUMULATICN
OTHER( SPECIFY) 0 OTHER(SPECIFY) . C FILE DRAWER(S)
O MICROFILM REEL(S)
KGUERR O COMPUTER TAPE(S]
a QTI-ER(SP"C!F’Y:
I 11 pitE 1S USED 12. FILE BECCMES INACTIVE AFTER
O palLY ® yEEXQY O MCNTHLY RUREET O mMoNTH(S) C YEAR(S)
' I
! 13. CURRENT LOCATICN(S) (ELDG.,FLOCR,RCCM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE? :
Bouic House at Rockville City Hall é’;E;E’i :"C"Y saENcY om orricz)
. o
Rockville MD
15, CESS RESTRICTICNS ® YES 0 No 15,

(1P vms,

cI1TKk taw(s] & mxouLaTION(S)

ALDIT REQUIREMENTS

ONCNE ® STATE O FEDERAL O INDEPENDENT

17.

OYEs ® NO

IS AN INDEX SYSTEM USED? (1 YRS.XOPLAIN
BEIKFLY AND DESCRIBE ANY MARDNARE/SOFTWARK )

18.

RECCMMENDED RETENT ICN

Retain in office for five years from the date
of final document in case folder, then
destroy by shredding.

19. NAME AND TITLE OF PREPARER

Carolyn Barnett-Jones

Elections/Records Management C

20. TELEPHONE NUMEER

erk  (301) 309-3314

21. DATE

DG5S 380-4 (REVISED 2/87)

Januaxy 20, 1993




INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIJES. FORWARD

¥ITH RECORDS RETENT ION SCHEDULR P.0O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD

BQX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _g§ oF 13

‘(pcs 550-1) i

! . DEFARTMENT /AGENCY 2. DIVisICnN

City of Rockville Dept.

of Communitv Services

3. WNIT

Youth Services

T NO S5
CEFINITICON - RECSRD FQIES-A SROUP OF ARILATID RICCRDSI MMALLY F11L3ID

AND USID A A UNIT FCR

RATERINCT AT IZLL A9 RITINTICN AND DIImRS|TICN Punmaams

S 9%y

' 4, RECTRD SERIES TITLZ

‘ Statistical Reports

5. EARLIEST YEAR/LATEST YEAR
1987 To 1993

4N THE SERIES.

cases and .the distribution of services.

§. RECORD SERIES DESCRIPTICN (IRIIPLY DESCRINE THE TYPES OF INFOMT!ON/DOCWTS/FOM FOUND

INCLUDE THE PURPOSBE OR FUNCTICN OF THE SEH‘!ZS)

The series includes monthly, quarterly and annual reports detailing the number of

7. RECORD SERIES FORMAT(S)

8 LETTER SI1ZE O MICROFILM

0 LZGAL SI1ZE 0O COMFUTER TAPE
‘I' 0 BOUND BOOK O FLOPPY D1sK
0 AuDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
o mxc;u.
0 NUMERICAL
8 CHRONOLOGICAL
0 GEOGRAPHICAL
0 OTHER(SPECIFY)

VOLUME

® FILE DRAWER(S)
0 MICROFILM REEL(S)
1 0 COMPUTER TAFE(S)

NUMBER OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S])
O MICROFILM REEL(S)
RGHEER U COMPUTER TAPE(S)

P11 piLe 1S usED

O palLYy O vEEKLY U MONTHLY

O OTHER({SPECIEY )

12. FILE BECOMES INACTIVE AFTER

O mMoNTH C YEAR
(s) (s}

! 13. CURRENT LOCATICN(S) (ELDG.,FLOCR,RCCM)

Bouic House at Rockville City Hall
Rockville MD

14. 15 RECORD SERIES CUPLICATED ELSEWHERET?

t1r yE3, seeciry raEncY or arricx)
2 yYE38 O NO

15, CESS RESTRICTIONS C vES # NO

(1w vyes, ciTx raw(s) & mxauraTiONn(3)

16. ALDIT REQUIREMENTS

8 NCNE "o STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {1p YRS.ZPLAIN
BRIKFLY AND DKSCRIBE ANY MHARDWARE/SOFTWARK )

OQOYEs B NO

18. RECCMMENCED RETENT ICN

Retain annual reports for four years then
destroy. Retain monthly and quarterly
reports until information is incorporated
into the annual report then destroy.

‘I'hs.ruwz AND TITLE OF PREPARER
Carolyn Barnett-Jones
Elections/Records Management Clerk

20.

TELEPHONE NUMEER

(301) 309-3314

21. DATE

January 20, 1993

DGS8 330-4 (REVISED 2/87)



IHSTRUCTIGNS - -TYPE OR PRINT A DEPARTMENT OF

GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECCRDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FOR¥WARD 727% WATERLOO RQAD
¥ITH RECCRDS RETENTION SCHEDULS P.O. BQX 273 13
PAGE _9 oF
(DGS s80-1) 4 JESSUP, MARYLAND 20794 —— —
1. DEFARTMENT /AGENCY 2. DIVISICN 3. UNIT
X City of Rockville Dept. of Communitv Services Special Services

- ROS NOMMALLY FILID AND USIXD ks
CEFINITICN -RECSRD c—QlES-“ SGROUP® OF AXLATID RICS A3 A UNI YCR
NATEICNCT A3 AXLL AS RITINTION AND DISEPOg(TICN PURmPAap=

‘4. RECTRD SERIES TITLI

‘ Client Files

5. EARLIEST YEAR/LATEST YZAR
19832 10 1993

THE SERIES.

-

6. RECORD SERIES DESCRIPTICN (IHIIF’LT DESCRIBKE THE TYPES OF INPOMTION/DOCWTS/FOM FOUND

INCLUBE TME PURPOSE CR FUNCTION OF THI SER‘IZS)

These records include intake reports, correspondence and notes made by the counselor.

S

7. RECORD SERIES FORMAT(S) 8. FECORD SERIES SEGUENCE 9. VOLUME _
-8 LETTER SIZE O MICROFILM 8 ALPHAEETICAL O FILE DRABER(S)

O MICROFILM REEL(S)
O LEGAL SIZE O COMFUTER TAPE 0 NUMERICAL 3.0 C COMPUTER TAPE(S)
a a o NGMBER & oriER(SPECIFY)

BOUND BOOK OPPY DISK CHRONOLOGICAL :
FL D - cubic feet

0 AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCLMULATION

0 OTHER(SPECIFY) 0 OTHER(SPECIFY) O FILE DRAYER(S)

O MICROFILM REEL(S])

0 coMPUTER TAPE(S) ,
R omER(specipyy Cubic

P11 pite 1= usED

.8 palLY 0 vEEXLY O MONTHLY

12. FiLE BECOMES INACTIVE AFTER
O MCNTH(S) 0 YEAR(S)
RUMEFN

1 13. CURRENT LOCATICN(S) (ELDG. +FLCCR, RCCM )

Bouic House at Rockville City Hall
Rockville MD

14. 15 RECORD SERIES CUPLICATZED ELSEWHERE?

tir yes, srecirY sarNcY OR oFFicz)
O vyes ® NO

15. ACCESS RESTRICTICNS 2 YES T NO
(ir yes, ciTx taw{s] & rEauraTiON(S)

186, ALDIT REQUIREMENTS

B NCNE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P YRS.Z)PLAIN

BRIKFLY AND DENSCRIBE ANY HARDWARE/ SOFTWARK )

Oyes ® nNo

18. RECCMMENDED RETENTICN

Retain in office for three years after
services to the individual are no longer
necessary then destroy by shredding.

9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Carolyn Barnett-Jones

Elections/Records Management Clerk (301) 309-3314 January 20, 1993

ft

DG8 350-4 (REVISED 2/87)




l INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FCRM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENT ION SCHEDULE
{DGS 380-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7273 WATERLOO RCAD

BOX 273
. JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PaGe 10 of 13

1. mmnn:m/;ataacv 2. DIvisIcn

City of Rockville

Dept. of Community Sexvices

3. NIT

Special Services

CEF]NIT!CN*RECO@‘&R]ES-A SROUP OF RXLATED RECZRDS NORMALLY P!.LZQ
ADFTRANCI AS IXLL AF RITINTION AND Diamng

AND USIXD A3 A UNIT
TICN PURMOINS

FCR

4. RECORD SERIES TITLE

Contract Files

5. EARLIEST YEAR/LATEST YEAR
1985 1o 1992

| 6. RECORD SERIES DESCRIPTICN (SRI-PLT DESCRIBE THE TYPEKS OF lNPORﬂATION/DOCUﬂEﬂTB/FOm FOUND

4N THE SERIES.

1

This series includes contracts that the City has entered into with Montgomery County
Public Schools. and the Maryland State Department of Educatiqn, applications- submitted

by the City for participation in certain programs, vendor agreements, budget information,
program descriptions and evaluations and reports on program participation.

INCLUDK THE PURPOSE OR FUNCTION OF THME 8!!!1!8)

7; RECORD SERIES FORMAT(S)

O LETTER SI1ZE O MICROFILM

. ‘I'fngGaLiﬂzs C CoMFUTER TAPE
C BOUND BOOK O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
0 ALPHABETICAL
O NUMERICAL
8 CHRONCLOGICAL
O GEOGRAPHICAL
0 OTHER(SPECIFY)

VOLUME

@ FILE DRAWER(S)
O MICROFILM REEL(S)
1l __ O computEr TAPE(S) .

"”‘""_“ O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAYER(S)
O MICROFILM REEL(S)
RUNMEZR O COMPUTER TAPE(S)

O oTrER(SPECIFY)

FILE IS USED
Q pailLy

1.

0 wvEENQLY 8 MONTHLY

12. FiLE BECOMES INACTIVE AFTER

o o
MCNTH( S ) YEAR(S)

! 13. CURRENT LCCATION(S) ( BL.DG. ,FLOCR, RCCM )

Rockville City Hall, 3rd Floor
Rockville MD

i4. 18 R.ECORD SERIES CUPL!CATED ELSEWHEERE?

tir yEs, seecirY sarncy or orrice)
0 y=s @ NO ’

15. C=ESS RESTRICTICONS C yes 8 No
{1r yes, ciTx LAW(S) & REauLATION(S]

18. AUDIT REQUIREMENTS

8 NeNE O STATE . O FEDERAL O INCEPENDENT

17. IS AN INDEX SYSTEM USED? (1@ yRS.KPLAIN
BRIKFLY AND DESCRIBE ANY HARDWARE/SOFTWARK )

QyeEs @ NoO

18. RECCMMENDED RETENT ION

Retain in office until all contractual
obligations, final payments and audit
requirements are met. These documents may
be retained for 3 years for background and
reference. Destroy when ng longer needed.

i

19. NAME AND TITLE OF PREPARER
Carolyn Barnett-Jones
Elections/Records Management Clerk

20,

TELEPHONE NUMEER

(301) 309-3314

21. DATE

January 20, 1993

DG8 330-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥ITH RECCRDS RETENTION SCHEDULE
DGS 380-1)

P.O.

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISICN
727% WATERLOO ROGAD

BOX 273

i JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 11 oF 13

1. DEFARTMENT /AGENCY 2. DlvISICN

Citv of Rockville Dept.

of Communitv Services

3. NIT

Special Services

CEFINITICN-RE

A SGRO oF AXLATIED COROS NOMMALLY PMIlLETD
TRD SZRIES- ue RE

AND USID AS A UNIT FOR

ALTEIXNCT AT YELL A9 RITINTICN AND DISROES{TICN PUNSAara

' 4. RECCRD SERIES TITLZ

' Correspondence and Subject Files

5. EARLIEST YREAR/LATEST YEAR

1989 To _1993

THE SERIES.

The series includes correspondence and information on division programs.

6. RECORD SERIES DESCRIPTION (lﬂlln‘f DESCRIBRE THE TYPES OF INFOMTION/DOCWTS/POM FOUND

INCLUDK TME PURPOSE QR FUNCTION OF THE S!!.’!ZS)

RECORD SERIES FORMAT{S)

LETTER SI1ZE O MICROFILM

o]

¥ LZGAL SIZE 0O COMFUTER TAPE °
‘0 BOUND BOOK O FLOPPY DIsK

Q AupIO TAPE QO anao TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCS
0 ALPHABETICAL
0 NuMERICAL
B CHRONCLOGICAL
0 GECGRAPHICAL

O OTHER(SPECIFY)

9. VOLLME

@ FILE DRAWER(S)

O MICROFILM REEL(S)

O COMPUTER TAPE(S)
: D OTHER(SPECIFY)

12

NUMBE

10. ANNUAL ACCUMULATION

B FILE DRAWER(S)
3 O MICROFILM REEL(S)
RGHBPR U COMPUTER TAPE(S)

O OTHER{SPECIFY)

FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
0 palLy 0 vERXLY . ® MONTHLY RUREEY O MoNTH(S) C YEAR(S)
’ : i
! 13. CURRENT LOCATICN(S] (ELDG.,FLOCR,RCCM) 14. 1S RECORD SERIES CUPLICATZD ELSEWHERE? ;
Rockville City Hall, 3rd Floor . glr sté EPECIFY J.QENCY OR OFFICE])
Rockville MD YES NO
1S. ACCESS RESTRICTICNS OYES ® NC 16. ALDIT REGUIREMENTS
(1r yea, ci1Tx Law(s] & rxkguLaTION(SB) .
® NCNE O STATE O FEDERAL O INDEPENDENT
17. 1S AN INDEX SYSTEM USED?
(1r yxs.oPLaIN 18. RECCMMENDED RETENT ION

BREIKFLY AND DESCRIBRE ANY HARDNARE/SOFTWARK )

OYyEs ® nNoO

Retain in office for five years then destroy.

9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMEER
Carolyn Barnett-Jones
Elections/Records Management Clerk

(301) 309-3314

21. DATE

January 20, 1993

DGS 330-4 (REVISED 2/87)




1nSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOCO ROQAD

AGENCY RECORDS INVENTORY

¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE
DGS 330-1) J JESSUP, MARYLAND 20794 S i
1. DEFARTMENT/AGENCY 2. DIVISICN 3. WNIT

i City of Rockville Dept. of Community Services Special Servicesg

CEFINITICN - RECORD ERIES-A AROUP OF AXLATED RECCRDS NORMALLY FILXID

AND USIXD A3 A UNIT FOR

i

] 4. RECCRD SERIES TITLZ

Grant Files

ADFERNNCT AS FELL AJ RETINTION AND DISPOI|TION PuaPoaEs

5. EARLIEST YEAR/LATEST YEAR
1984 o 1990

SN THE SERIES.

6. RECORD SERIES DESCRIPTICN (’RIIPLY DESCRIRE THE TYPES OF INFOMTXON/DOCWTS/POM FOUND

This file includes proposals submitted by the City to Montgomery County Government,
‘the Communlty Development Block Grant' program and the Governor's Substance Abusé ‘and’
Prevention Program; copies of completed applications and letters of award and denial.

INCLUDE THE PURPOSE OR FUNCTION OF THE 88!’!!8)

7. RECORD SERIES FORMAT(S)

8 LETTER SI1ZE O MICROFILM

O LEGAL S1ZE 0O COMFUTER TAPE
‘I'D BOUND BOOK U FLOPPY DIsK
0 AUDIO TAPE O VIDEO TAFE

O OTHER( SPECIFY)

8. RECORD SERIES SEGQUENCE 9.
o] mmﬂc)u.
O MUMERICAL
8 CHRONCLOGICAL
0 GEOGRAPHICAL
0 OTHER(SPECIFY)

VOLLME

O FILE DRAWER(S)
O MICROFILM REEL(S)

7 O COMPUTER TAPE(S)
NUMBER OTHER(SPECIFY)
Binders

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
O MICROFILM REEL{S)

KRGHERE O COMPUTER TAPE(S)

1

8 omvep(specIFYYy 0 |

P11 piLe 1S useD 12. FILE BECOMES INACTIVE AFTER
C pailLy O ¥EEKLY ® MONTHLY 0 MONTH(S) C YEAR(S)
. RUMEER
! 13. CURRENT LOCATICN(S) (BLDG.,FLOCR,RCCM) 14. 15 RECORD SERIES CUPLICATED ELSEWHERE?

Rockville City Hall, 3rd Floor
Rockville MD

ti1r ves, sPrEciFyY sarncy Or OFricE)
@ yEs O No

13. ACCESS RESTRICTIONS
(1» vus,

C vyES % NO
Ci1Tx Law(s} & rmaurLaTiON(S)

16. AUDIT REQUIREMENTS

ONeNE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1w yRS.DXPLAIN

ERIKFLY AND DESCRIBE ANY HAnolAnxllothAnt)

Cyes ® No

18. RECCMMENDED RETENT ION
Retain agreement with corresponding applicatid
for three years after all audits have been
completed and/or all contractual obligations
and final payments have been completed and
destroy. If an audit is required but has not

been performed, retain for three years after
final date when audit may be conducted then

‘I.n.ruuﬁ AND TITLE OF PREPARER
Carolyn Barnett-Jones
Elections/Records Management Clerk

20. TELEPHONE NIQE}-Q

(301) 309-3314

21. DATE

January 20, 1993

n

DGS 330-4 (REVISED 2/87)




IHSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR ' RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FOR¥WARD 727% WATERLOO RQAD
WITH RECORDS RETENTION SCHEDULE P.O. BoX 273
Pace 13 oF 13
DGS 3350-1) J JESSUP, MARYLAND 20794 — —e
1. DEFARTMENT /AGENCY 2. DIVISICN I 3. WNIT
Ccitv of Rockville Dept. of Communitv Services Special Services

CEFINITICN - RECORD °"—21£S-" SROUP OF ARILATID RECCTADS NORMALLY FILID AND USXD AS A UNIT FOR

ANTEAXNCT AS IELL AS RETINTICON AND DISPOSITICN PURPASEs

! 4, RECCRD SERIES TITLZ 5. EARLIEST YEAR/LATEST YZAR

Resource Files ' 1989 To0 _1993

6. RECORD SERIES DESCRIFTICN (lRIIPLY DESCRIBK THE TYPKS OF INFORMATION/DOCUMENTS /FORME FOUND
‘4N THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE sEriEs)

These records include resource and referral information.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME _
O LETTER SIZE O MICROFILM ® ALPHABETICAL ® FILE DRA¥ER(S)
. O MICROFILM REEL(S)
8 LEGAL SIZE - 0O COMFUTER TAPE 0 nuMERICAL > 0 COMPUTER TAPE(S)
NUHBI* fa) SPECI
.0 BOUND BOOK O FLOPFY DISK 0 CHRONCLOGICAL . - OTHER(SPECIFY)
a 1 a a
AUDIO TAPE VIDEO TAPE GEOGRAPHICAL 10. ANNUAL ACCUMULATION
O OTHER(SPECIFY) 0 oTHER(SPECIFY) - ® FILE DRAWER(S])
1 O MICROFILM REEL(S])

KCHEER O COMPUTER TAPEKS)
a QTI-’ERLSPEC!F'Yi

11 pie 1s useD 12. FiLE BECOMES INACTIVE AFTER

3 g palLY B wEEKLY O MONTHLY NOMEEE O McNTH(S) O YEAR(S)

' 13. CURRENT LOCATICN(S) (BLDG.,FLCCR,RCCM) 14. 15 RECORD SERIES CUPLICATED ELSEWHERE?
Bouic House at Rockville City Hall . g';zgz" :;‘C"* saENCY on orricz)
Rockville MD :

13. ACCESS RESTRICTIONS CYEs ONo 16. AUDIT REGUIREMENTS

(17 yes, citx Law{s) & mxauraTiON{S) ..
. UNCNE O STATE O FEDERAL O INDEPENDENT

17. 15 AN INDEX SYSTEM USED? (1w YxS.EOPLAIN

18. RECCMMENDED RETENT ICN
ERIEFLY AND DEECRIBE ANY HARDWARE/SOFTWARE )

. Retain until superseded.
QYEs 8 nNo

9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Carolyn Barnett-Jones ) ‘
Elections/Records Management Clerk (301) 309-3314 : January 20, 1993

DGS 350-4 (REVISED 2/87)




